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Important Notes

This document is dynamic; as changes are made new versions will be posted to the website.
Please check back periodically for updates.

If you are using this manual to learn or practice using the Objective Arts (OA) database, please
be sure that you are logged into the OA Training site.

o The color to identify the OA Training Site is Dark Orange.

o

Objective Arts Training

Please Login

Home  Ghents ~  Assessments = llemists @ Hep B adming Clinicat

o The color to identify the OA Production (live) Site is Blue.

0

San Bernardino CANS

Please Login

i

Home £ System Setup B3 Measurement Tooks . g Reports L Admin Cinical B8 Recent ttems. ) Help

Objective Arts website addresses:

o Training: https://training-sbcans.oasmr.com.
o Production: https://sbcans.oasmr.com.

e Screen shots in the document will be from the Production site as often as possible so that you
can get familiar with the site’s look; however, to safeguard client information, some screen
shots will be from our training sites.
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https://training-sbcans.oasmr.com/
https://sbcans.oasmr.com/

Logging in to Objective Arts

1. Log on to Objective Arts at: https://sbcans.oasmr.com

e Your user name is your SIMON number for staff who bill in the DBH billing systems, your
County employee number for County staff who do not bill in the county billing system, or for
staff of DBH contracted agencies who do not bill in the DBH billing system, your login
should be created to conform to the following naming convention
(FirstInitialMiddlelnitialLastName RU (e.g., Donald D. Duck working in RU 36XXYY:
DDDuck 36XXYY).

e You will be supplied with a password from your program’s designated Objective Arts (OA)
Subject Matter Expert (SME).
o Subject Matter Experts (SME) are technical experts in the Objective Arts

program, for the agency.

2. Passwords are case sensitive. Enter the password exactly as it was given to you.

San Bernardino CANS

Please Login
For clinical staff, your user name

{————— will always be your SIMON #

LOGIN CLEAR

Forgot your password?

For security reasons, please Log Out and Exit your web
browser when you are done accessing services that require
authentication!

e Your User name is your SIMON number or the User name supplied by your SME.
e The email entered must match exactly how it is entered in Objective Arts (case sensitive).

After logging in, the following screen appears. This screen is referred to as the Home Screen. The
options shown on this screen will depend on your role in Objective Arts.
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https://sbcans.oasmr.com/

Objective Arts ToDo o  Change Password  Logout

Data Porlal Repom Algorlthms

Admin

Manage Apphcation

Changing your Password

The first time you log in best practices direct you to change your password, but you will not be prompted
to do so. To change your password, you will need to be at the Home screen.

1. Click on the Change Password link at the top right of the page.

Objective Arts ToDo o (Change Password ) Logout

3 |

Data Portal Reports Algorithms
Input Data Aggregate Reports Data Stratification
Admin
Manage Application

2. Enter your old password.

3. Next enter your new password
e Passwords must be at least seven characters in length, include at least one number and one
capital letter.
e Repeat the new password.

4. Click Save.
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Change Password

Old Password

Old Password <":|

New Password

New Password <::|

Repeat

Repeat New Password <::|

5. Forgot your password - Request Password Reset

San Bernardino CANS

Request Password Reset

Please Login User name

| Email

Password Please enter the verification code.

Forgot your password?
‘m B Gwn:m

Privacy & Terms

For security reasons, please Log Out and EXxit your web
browser when you are done accessing services that require

authentication! Cancel
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To Do List

1. From the Home screen, click ToDo.

Objecti\,re Arts C'_T_oa:ﬂuﬁ) Change Password  Logout
yb
Data Portal Reports Algorithms
Input Data Aggregate Reports yata Stratification
Admin

Manage Applicatior

e This screen functions as your OA inbox of notifications; making you aware of the assessments
that are incomplete, upcoming, overdue, returned or pending approval (if you are a clinical

supervisor).
To Do List
A
pese — e o
This CANS assessment for Last488, May 17, Last78, CCICMS
Initial Upcoming 304 B
First488 has been in the Assigned State for 2013 First78s

over 1049 days. Please complete and

Initial Overdue 30 .
= submit the assessment as soon as

possible.
Update Upcoming 0
This CANS assessment for Last1655 June 13, Last71, JCBHS -
Update Overdue 30+ First1635 has been in the Assigned State 2013 First71 Healthy
for over 1021 days. Please complete and Homes
Update Overdue 304 submit the assessment as soon as
possible
Discharge Overdue 0
This CANS assessment for Last1634, June 15, Last144, CCICMS
First1634 has been in the Assigned State 2013 First144

Returned 30+
for over 1019 days. Please complete and

submit the assessment as soon as

ndi DDIOV:
Pending Approval 304 possible

v Initial Upcoming: Lists the Initial assessments due within 30 days.
v Initial Overdue: Lists the Initial assessments that are overdue.

v Update Upcoming: Lists the Update assessments due within 30 days.
v Update Overdue: Lists the assessments 90 days or more overdue.

v Discharge Overdue: Lists the outstanding discharge assessments for which you, in the OA
Clinical Staff role, are responsible. If you are in the OA role of Supervisor or above, you will see
the outstanding discharge assessments for all of the Clinical Staff in the RU(s) for which you are
responsible.

v'Returned: Lists the assessments returned to the Clinical Staff by the Supervisor.

v Pending Approval: For OA roles of Supervisor and above; lists the assessments submitted by
Clinical staff, awaiting approval.

2. Click on a client description (Desc) and the assessment will open. You will then be able to
create, edit, submit, or approve the assessment.
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Data Portal

1. From the Home screen, click Data Portal.

After clicking on Data Portal, you will see the following:

Please Note: In the actual Production site the menu bar will be blue. While we will try to present screen shots from
the Production site for familiarity of the site, in order to show only de-identified information in this training manual,

at times the menu bars will show as orange or red, as they appear in the training site.

Clients List

igentitier 1T name 1§

1000260 Lk 000260, Firet1 000260

AD014T7 LastiDIT4TT, Firsti D047

1002098 Lost1D020%0, First1 DO20%0

Decembar 111, 1654

May 11, 1934

September 11, 1996

Depending on your browser settings, you may see a security bar at the bottom of the screen that states,
“Only secure content is displayed.” If so, and you are working on a non-public computer, click “Show all

content”.

Only secure content is displayed,  What's the risk?

$ Show all content x

The Data Portal Toolbar

Home Clients ~  Assessments ~  ltemlLists ~ @ Help

2 Admin, Clinical

workload.

assessments in need of approval.

Table of Contents

v Home: allows you to return to the Home screen.
v Clients: this drop-down menu offers a choice between viewing a Clients List and viewing client

v Help: the help button will open the Objective Arts Wiki on a new tab.
v Logout: after having entered the desired data, end the session by clicking this link on the top right
of the screen. In addition, close your browser after your OA session.

v’ Assessments: this drop-down menu is the way to navigate to a list of client assessments or to view
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Clients

Clients List
This screen is a list of the clients who have an active placement in the RU(s) assigned to you in OA (the
list will likely include more clients than your individual workload). This list may be sorted by three

categories: Identifier (Simon number), Name (last, first), or Date of birth.
Please note: Clients are added to OA via automated SIMON batch upload (takes 1-2 business days).

Clients List A EE Y Show Filter [l

Identifier 11 Name 13 Date of birth 1T
O null, null May 23, 2005
[ null, null December 4, 1996
O 1000015 Last1000015, First1000015 Movember 12, 1996
O 1000260 Last1000260, First1000260 December 18, 1994

1. To sort the information, click on the category (or arrow next to it) to arrange the set:
e By default, the list is sorted by Name (alphabetically A-Z)
o Identifier (from lowest to highest OR highest to lowest).
e Name (alphabetically A-Z or Z-A).
e Date of birth (oldest to youngest OR youngest to oldest).

Filtering the Clients List

1. On the top grey bar, to the right, in your “Clients List” window, you will see the following:

k4 i r
Start typing a last name ¥ Show Filter =~

2. If you begin typing a last name the list will automatically narrow to include clients with only
the last name you typed.
e Press the Esc key on your keyboard to go back to the default Clients List

Or you can:

3. Click the blue Show Filter button at the top right of the screen.
The filter section will open and you can narrow the Clients List by entering any of the
information requested:
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Clients List e — | ¥ Hide Filter {iE]

Identifier Date of Birth
First Name Last Name
Active Only Placement Status 1 checked «
Reporting Unit(s) Q Tag(s) Q

Assessorld Q

Please note: It is NOT necessary to enter information in all of the search boxes. You may enter as much or as little
information as you wish to narrow the list. Once filtered, the “Show Filter” button turns green.

v Identifier: to locate client if you know the client’s Identifier (SIMON Number). Partial Information may be
used.

v Date of Birth: to locate client with a specific date of birth (e.g. 03/14/2015)

¥ First Name: to locate clients by first name. Partial information may be used.

v" Last Name: to locate clients by last name. Partial information may be used.

v’ Active Only: This box is checked by default and only returns clients who are active to the RU(s) you are
placed in, in OA. Unchecking this box will return a list of clients active and inactive who are or were placed
in your RU(s).

v’ Placement Status: to filter by clients open to others or closed. Default is “Placed - open to me”.

v’ Reporting Unit: to locate clients by one or more reporting units (RUs) assigned to you in OA (this is only
useful if you have more than one RU assigned to you). To Filter by RU: Click the magnifying glass. The
plus/minus icons allow you to expand or collapse the list. Click the RU you want to filter by and drag it to
the empty white box to the right of the RU list. When this box turns green, “drop” the RU selection into the
box, click Apply. You can drag more than one RU into this box. An RU can be deleted from this box by
clicking the “X” to the right of the RU.

v" Tags: Tags are not in use at this time.

v" AssessorID: Opens the Assessor List where you can filter for assessor.

4. Once you have entered parameters, click Filter, or press the Enter key on your keyboard
and your Clients List will now be narrowed by your filter selection(s).

Clients List starttyping 2 strame GG
Identifier Date of Birth
First Name Last Name
Active Only =i Placement Status 1 checked -
Reporting Unitis) | o | pariposa (38731) Tagls) | q

Assessorld qQ

~

Table of Contents Page 8 0of 40




Additional key information about the filter function:

v" You will know whether a filter is operating based on the color of the filter button. When the Clients List has been filtered,
the Show Filter button will be Green (Blue = list not filtered; Green = list filtered).

¥ To edit a filter, re-open the filter section and change the parameters. Click the blue Filter button on the bottom right to apply
the new filter criteria to your data.

¥' The Clear button (to the immediate left of the Filter button) removes all of the filters and returns your list back to the

default settings.

v The refresh button in the upper right corner (immediately right of the Hide Filter button) adds to your list any new data that
may have uploaded to the system since your last search with similar parameters.

Y Hi i I
Start typing a last name ‘ Y Hide Filter . i)

¥ For the identifier, first name, and last name search boxes, entries do not need to be complete ID numbers or words. For
example, a search can run using only the first three numbers in a client ID (e.g., "012") to yield a list of clients with the
numbers “012” somewhere in the client ID.

Viewing the Workload

Your workload is automatically populated based on the Primary Therapist field in Simon.
However, should you need to add a client to your workload:

1. To view your workload click Clients on the top menu bar, and then Workload from the

drop-down items.

List
Workload =——

Clients List Start typing a last name Y Show Filter (%7

Identifier 1T Name 13 Date of birth |1
O 1d100000 Last100000, First100000 February 10, 2006
O 1d100003 Last100003, First100003 April 24, 2012

1d100005 Last100005, First100005 March 2, 2007

Table of Contents Page 9 of 40




Adding a Client to the Workload

1. To add a client to your workload, navigate to the Clients List.

2. 1In the Clients List, check the box(es) next to the Identifier of the client(s) you wish to add to
your workload. Click the Add to Workload button at the bottom right of the screen.

Clients List
Identifier 1T
=i 1d100000
=i 1d100003
=i 1d100005

Name |2
Last100000, First100000
Last100003, First100003

Last100005, First100005

L 4 = ~
Start typing a last name 'Y Show Fiter b

Date of birth 1T
February 10, 2006
April 24, 2012

March 2, 2007

Add to Workload

Removing a Client from the Workload

When the case is closed in Simon, it will be automatically removed from your OA workload.

However, should you need to manually remove a client from your workload:

1. Navigate to the Clients List.

2. On the toolbar at the top, click Clients and then Workload from the drop-down items.

Clients ~ Assessments

List

Workload =——

3. Check the box(es) next to the identifier of the client you are removing and click the red
Remove from Workload button at the bottom right of your screen.

Clients List

Identifier }T
14100000

1d100003

O
14100005

Table of Contents

Name |}
Last100000, First100000
Last100003, First100003

Last100005, First100005

Ys . P
Start typing a last name ¥ Show Fiter =~

Date of birth 1T
February 10, 2006
April 24, 2012

March 2, 2007

‘ = Remove from Workload b
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Assessments
Assessment List

1. From the Home screen, click Data Portal.
2. From the Data Portal Toolbar, click the Assessments option from the top Menu Bar and
select List from the drop-down menu.

Home  Clients ~  Assessments ~  ltemlists ~ @ Help L Staff Clinical

List

Clients List My In progress
My returned

Assessments List Start typing a last name Y Show Fitter |l

D It Instrument 1T Client Name [T Date 13 Status 1T

O 1026970 PSC_35 Lasto3762, First93762 December 13, 2018 Submitted
Assessor: Lockman, Brenda Reporting Unit: SCCS - SATS-Clin (36GNE)

[ 1026982 CANS Last99781, First99781 December 13, 2018 Submitted
Assessor: Ondricka, Else Reporting Unit: Vista Community Counseling (36901)

O 1027001 ANSA Last76698, First76698 December 13, 2018 Submitted
Assessor: Hauck, Kamryn Reporting Unit: SCCS - GMH - Chino (36171)

O 1027006 ANSA Last99578, First99578 December 13, 2018 Assigned

Assessor: Hauck, Abner Reporting Unit: VCSSVV - TAY (36DZ1)

3. To sort the information, click on the category (or arrow next to it) to arrange the set by:
e ID: The assessment ID.
e Instrument: the type of assessment. (You may see assessment types other than CANS/ANSA.
These assessments are used by specific programs and are not covered in this manual.)
e Client Name: (alphabetically A-Z or Z-A).
e Date: by default, the list is sorted newest to oldest.
e Status: the status of the assessment. (e.g., assigned, submitted or approved).

Adding an Assessment

=

From the Home screen, click Data Portal.

2. Click on the client name for which you would like to create a new assessment. Or filter for

the client and then click on the client’s name.

e You will navigate to the client’s assessments screen. This screen may contain assessment
information for the client, if there are assessments in OA for the client (see below). If there
are no assessments in OA for the client, it will return “No data found!”. The assessments may
be sorted by ID number, the Instrument, Client Name, Date, and Status.
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Home (Training)  Clients -  Assessments -  ltemlists « R ©Help L Last1760, First1760

» . .
. . . |
m -] L) L] o 1% m 15 m 1] L) 1% o 15 n L1 " 15 o 15 (1] ] mn 13
FEB MAR APR MAY JUN ES AUG SEP ocT NOv DEC JAN FEB
e 209
Assessments Incidents Forms Contacts
Assessments List for Last100050, First100050 (1d100050) Y Show Filter [l
D11 <3 instrument T 3 Client Name 1T <31 pate 13 <31 status It <3
1031288 CANS Last100050, First100050 January 7, 2019 Approved by Last542, First542 on 01/09/2018
Assessor Lasttdl, Fustdil Reporting Unit OMSDCS - SATS (3FLSD
1028881 PSC_35 Last100050, First100050 December 18, 2018 Submitted
Assessor: Last1450, Frst1450 Reporting Unit Manposa (86761
1028595 CANS Last100050, First100050 December 18, 2018 Approved by Last1162, First1162 on 01/04/2018
Assessor Last1450, First1450 Reporting Unit Mar 74
1018426 PSC_35 Last100050. First100050 Cctober 10, 2018 Submitted
Assessor Last538, Firsl530 Reporting Unit OMSDCC - SATS (36FLSD
1019430 CANS Last100050, First100050 Qctober 10, 2018 Approved by Last542, First542 on 11/05/2018
Assessor Last991, Fusio9! Reporting Unit. OMSDX SATS (6FLSD

3. Once on the assessments list, click the green New Assessment button at the bottom right of
the screen.
e The New Assessment button will not be available for use if the client is not active to your
placements, RU(s), in OA. If you hover over the New Assessment button, you will receive
the following message:

MNo open episode found for

Reporting Units you are
responsible for.

® Delete
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4. Upon clicking the New Assessment button, several assessment types will be listed.
e Assessment types will display, choose the appropriate assessment.

B ACE

E ANSA
B AsQ
BRIEF-P

CANS

CANS ==
DAYC-2

ECBI
PDMS-2
PSC_35
PSI-SF
ElSPM-P

TSCYC

4= New Assessment «

e As seen above, there are several assessments to choose from. In this section the CANS is
used as the example on how to complete an assessment. The skills/practices learned here are

similarly applied to all assessments.

e After selecting the assessment type, the General Information page of the assessment will
display. This page includes the Client ID number, Client Name, Date of Birth, and Client

Gender.

CANS (NEW) - Last100000, First100000

Client ID:
Client Name:

1d100000
Last100000, First100000

Assessment ID:

Assessor: Conroy, Johnny

Entered by:

Rpt Unit: Vista Community Counseling (36901)
Tags: none

Be sure that the Client ID, Date of Birth, Client Name, and Client Gender are correct for the client that

is being assessed.

Assessment ID: The Assessment ID will auto-generate after the assessment is complete and has been

saved.

Assessment Date: The assessment date is the date that the assessment was performed, not the date that it
is entered. This field defaults to the current date. If the current day’s date is not the date of the client’s

Date of Birth:
Client Gender:

February 10, 2006
MALE
Assessment Date: 121212018

Assessment Status:

assessment, be sure to change this date to the correct date of assessment.

Table of Contents
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1. To edit, click in the Assessment Date field and select the correct date.

Assessment Date: 101

Assessment 3tatus:

Assessment Information 3

Assessor: This field must reflect the therapist who performed the assessment, NOT the person entering

the data.

1. If this field needs to be edited, click on the name that is in the Assessor field. This will open
the Edit assessor dialog box.

CANS (NEW) - Last100000, First100000

Client ID: 1d100000
Client Name: Last100000, First100000

Assessment ID: w <:|

Assessor: Conroy. Johnny
Entered by:
Rpt Unit:

Tags: none

Vista Community Counseling (36901)

Date of Birth: February 10, 2006
Client Gender: MALE
Assessment Date: 1212172018

Assessment Status:

2. The list can be filtered by one or more fields. Click Show Filter and choose from the

available options.

Assessors

D
174

416

Table of Contents

Last Name }3
Abbott

Abbott

Y Hide Fitter il

a1 Login Asspasn

First

First Name T
Jerrod

Willow
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3. Click on the row listing the assessor’s name.

Edit assessor

Assessors Y Show Filter |ilis

Login I Last Name |} First Name |1
7810 Schaefer Billy
Load more

CANS (NEW) - Last100000, First100000
Client ID: 1d100000 Date of Birth: February 10, 2006
Client Name: Last100000, First100000 Client Gender: MALE
Assessment ID: Assessment Date: 1212112018
Assessor: Schaefer, Billy Assessment Status:
Entered by:
Rpt Unit: Vista Community Counseling (36901)
Tags: none

*Note the change in the assessor name
Rpt Unit: The Reporting Unit will pre-fill if the client is placed and open to only one RU. If the client is
placed and open to two or more RUs and the assessor is placed in the same two or more RUs, the Rpt
Unit field will be blank. If this field is blank, the correct RU must be selected.

1. Click in the empty Rpt Unit field.

[5] CANS (NEW) - Last428, First429

Client ID: 429 Date of Birth: September 28, 2001
Client Name: Lastd29, Firstd20 Client Gender: FEMALE
Aszezament ID: Aszsezament Date: 122172018
Assessor: Greenfelder, Stephania Assessment Status:

Entered by:

Rpt Unit:
. INFO (36DK1)
Tags: Mesa Gounseling Services (36911)

< Vocational (VOC) Module Assessment Informalion ¥

Sharteut: “altenght arow” or swipe nght

2. Select the correct RU.

CANS (NEW) - Last429, First429

Client ID: 1d429 Date of Birth: September 28, 2001

Client Name: Last429, First429 Client Gender: FEMALE

Assessment ID: Assessment Date: 01/02/2019

Assessor: Greenfelder, Stephania Assessment Status:

Entered by:

Rpt Unit: ‘ Mesa Counseling Services (36911) |
Tags: none .

(Important: A reporting unit must be selected in order to save and submit the assessment for approval).
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Assessment Data Entry
All fields marked with an asterisk are mandatory and must be completed.

1. To navigate through the assessment, click on the blue routing buttons with white arrows in
the direction you wish to go.

CANS (NEW) - Last429, First429

Client ID: 1d429 Date of Birth: September 28, 2001

Client Name: Last429, First429 Client Gender: FEMALE

Assessment ID: Assessment Date: 122112018

Assessor: Greenfelder, Stephania Assessment Status:

Entered by:

Rpt Unit: | Mesa Counseling Services (36911) |
Tags: none

@ < Vocational (voG) Module ’

——————— e ———— e ——
Shortcut: "altHeft arrow” or swipe left Shorteut: "alt+nght arrow” or swipe night

2. To complete most fields in the assessment quickly, you can use the Pre-populate feature by
clicking the Pre-populate button on the bottom toolbar of your screen.

CANS (NEW) - Last429, First429

Client ID: 1d429 Date of Birth: September 28, 2001

Client Name: Last429, First429 Client Gender: FEMALE

Assessment ID: Assessment Date: 12/21/2018

Assessor: Greenfelder, Stephania Assessment Status:

Entered by:

Rpt Unit: | Mesa Counseling Services (36911) |
Tags: none

<€ Vocational (VOC) Module Assessment Information ¥

Shortcut: "alt+Heft arrow” or swipe left ﬂ Shorteut: "alt+right arrow” or swipe right

OFF L Add caregiver section #» Pre-populate % Cancel X Save

e Ifthere are approved assessments in OA for this client, a list of assessments will appear from
which you can choose to prepopulate your assessment. Please note: the approved assessments
listed for the client may not be assessments completed by you or for your program. If this is the case,

6

you can dismiss this option by selecting the “x” in the top, right corner.
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Pre-populate Required Fields Only: O

Date Org Unit Reason Status

2017-068-27 Mesa Counseling Services Update Approved
2017-06-30 Mesa Counseling Services Planned Discharge Approved
2016-05-03 IMesa Counseling Services Initial Approved
2016-12-02 Mesa Counseling Services Update Approved

3. You also have the option to toggle “Quick data entry mode”. This option button is located at
the bottom left of each screen:

A Add caregiver section &8 Pre-populate X Cancel & Save

e Ifyou choose to utilize “Quick data entry mode”, a screen will appear where each domain
and module can be seen on the same page. In this mode, you will tab through the page to
complete the assessment fields, instead of navigating through separate screens.

[ GANS (NEW) - Lasti236. First1238

Client 1D 1236 Date of Birth: Juty 1, 2000

Client Name: Las1 236, Fust1236 Client Gender: FEMALE

Assessment 1D ASSeEIMent Date: 041132015

Assessor: Assessment Status:

Org Liriie: E Aty HOmes (360 b
Tags:

 Assessment Information
Reason fof assessment ™ ] Auss Nolir

1T resason for assessment s Magor Life Event™, please specily A Note

 Caregiver Section(s)
1. Categhuer SECHON(S) does not agply 31 this time
W Life Domain Functioning
2, Famity ™
3. Living Satuation *
4 Sactat Funcioning ™

5. Recreational ™

& Developmental =

4. Turn off the “Quick data entry mode” by clicking the same button, which will now look

like this:
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5. To continue through the assessment, click the Assessment Information button.

CANS (NEW) - Last100050, First100050

Client ID: 1d100050 Date of Birth: August 26, 2012

Client Name: Last100050, First100050 Client Gender: MALE

Assessment ID: Assessment Date: 02/15/2019

Assessor: Last17&0, First1760 Assessment Status:

Entered by:

Rpt Unit: Mariposa (B8781) (v
Tags: none

< Vocational (VOC) Module :> Assessment Information

Shortcut "alt+nght amow™ or Swip:

Shortcud: “all+lefl armow™ or swipe lelt

6. Enter a Reason for assessment.

CANS (NEW) - Abbott, Benjamin

Assessment Information

Reason for assessment: -
|:> Initial

If reason for assessment is "Major Life Event", please specify ggr"‘?]f 4 Discharge Add Note

Unplanned Discharge

< General Information Caregiver Section(s) ¥

Add Note

7. Click Caregiver Section(s). This section states, “The Caregiver Section(s) does not apply at
this time”.

e Ifyou will be completing caregiver information for the assessment, leave this box
unchecked.

Caregiver Section(s)

1. Caregiver section(s) does not apply at this time O Add Note

e If you will not be entering caregiver information for the assessment, check this box. If
you do not check this box, caregiver information WILL be required.

Caregiver Section(s)

1. Caregiver section(s) does not apply at this time e Add Note

Table of Contents Page 18 of 40




8. Add caregiver information by clicking the ‘Add Caregiver Section’ located on the bottom
left of the screen. Select ‘Add for Primary Caregiver’ or ‘Add for Non-Primary Caregiver’
as appropriate.

S OFF | B Acd caregiver section <= Rcancel X Saue

A Add for Primary Caregiver
2 Add for Nen-Primary Caregiver

Add a new caregiver section to i )

e The Select Caregiver box will pop up. Any caregivers that have been previously entered into
OA will show.

e Select the name of the caregiver you are designating as Primary Caregiver or Non-Primary
Caregiver. If the caregiver is not on list, press the Edit button at the bottom right to add a new
caregiver.

Select caregiver

First Name Last Name Relationship Selected
MNew Caregiver Biological Mother
New Caregiver2 Biological Father

=> Edit

9. Add a new caregiver to the current list by selecting the Add New option.
e Ifyouselect Add New, a new row will appear, allowing you to enter the First Name, Last
Name, and Relationship of the caregiver (as shown below).

Select caregiver

First Name Last Name Relationship
John Doe Adoptive Father a
NEW CAREGIVER Adoptive Mother E

Add New Cancel E ~—
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10. Multiple caregivers can be added. The Save button must be clicked after each caregiver
entry before a new caregiver can be added.

e You can add as many caregivers as needed by repeating the above process.

11. If you wish to exit the caregiver screen for any reason, click the “x” at the top, right of the
caregiver box, or click anywhere outside of the box.

Select caregiver

A
First Name Last Name Relationship

Jonn [Doe [Adoptive Father v
[NEW | [careciver | Il ~.coptive Motner v

Add New Cancel m

12. Once all caregivers have been added and saved, click the row of the caregiver for which you
want to enter assessment scores.

Select caregiver

First Name Last Mama Relationship
Jahifi Do Adopiee Fatter W
vew = T [careciven T a— ]

e":;: r“-. " canl:l:ll m

13. The assessment Information screen for the selected caregiver will appear.
e Select the Caregiver Type from the drop down list.
o Complete the eleven (11) Caregiver Needs & Strength questions.
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A Larst100B43, Firs1100843 (Biokogical Molher) Make Non-Primary | %

Assessment Information

Careghver Type: * 2 Add
Nede

Caregiver Needs and Strengths

1. Supenvision ™ 1 [ 283 Add
Neade:
2. Involvement with Care ™ 3 0Ol 0283 Add
Note
3. Knowieage * 2 0g1®203 Ada
Note
4 Organization ) $0010203 Aad
Neade:
5. Social Resources ™ g 20010203 Add
Nete
. Residential Staciay ° a #001@203 Add
Nite
T MedcarPhysical = 2 091 ®203 Aadd
Mode
2 Mental Health ® 3 O@1@203 Add
Nete
9. Subsiance Use ™ 2 0g18203 Ada
Node
10 Developmental ™ a w0 1 2 a

11, Safely * g 20010203 Add

e The Primary Caregiver will have a blue background. Non-Primary Caregivers will have a
light blue background. Also, a Primary or Non-Primary tag is shown under the caregiver’s
name

1 Las100843, First00843 (Blogical Mother) Make Non Primary | X

4 Lass4041, Firsi1 21456 [Belogical Faher) Make Frimary | %
Ren-Fimary Careger

e Select ‘Make Primary’ to designate a Non-Primary Caregiver as a Primary Caregiver. Select
‘Make Non-Primary’ to designate a Primary Caregiver as a Non-Primary Caregiver.

A Lastine43, Firstioog43 (Bloiogical Mother) Make Mon-Primary

Primary Casegier

A L5041, Frsn 2456 (Bioiogical Famer) :hlm Primary |

Non-Primary Caregier

14. To add another caregiver assessment, repeat the steps 8, 12, and 13 from above until you
have added information for all of the appropriate caregivers.

e There isn't any indication that the caregiver section is completed/saved when you enter the

information, the next page is the General Information page, where the caregiver button is
shown.
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10. Developmental 1 Co®1 0203 Add
Note

11. Safety 1 Co®10203 Add
Note

£ Fire Setting Module | General Information ¥ I

CANS (NEW) - Test 10, Child

Client ID: 7891233 Date of Birth: November 9, 2006

Client Name: Test 10, Child Client Gender: MALE

Assessment ID: 119278 Assessment Date: 10/23/2015

Assessor: Smith, Susie Assessment Status: Assigned

Rpt Unit: CCICMS (36811)

Tags: Hispanic Origin (Y) (HOY), ETHA (ETHA), Latino (Latino), English (LANA)

< Test 10, Mrs. (Biological Mother) Assessment Information ¥
Shortcut: "alt+left arrow” or swipe left Shortcut: "alt+right amow™ or swipe right

15. To complete the assessment, click the General Information Button (shown above).
16. Click the Assessment Information button.
17. Click the Caregiver Section(s) button.

18. Click the Life Domain Functioning button.

[ cANS (NEW) - Last1206, First1236

Caregiver Section(s)

1. Caregiver section(s) doess ot apply at This tme = Ackd Nole

€ Assessment Information ::} Life Domain Functioning 3

e A list of 14 items numbered from 2 through 15 will appear

CANS (NEW) - Last2037948, First2037948

Life Domain Functioning
2. Family * e0B102613 Add Note
3. Living Situation * eIBe102603 Add Note
4. Social Functioning * e0e102603 Add Note

There are three options for entering the data:
v You can enter numbers 0,1,2,3 in the empty boxes from your keyboard. Press the tab key on your
keyboard to move to the next box to be filled.
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¥ You can select one of the bubbles from the existing options of 0,1,2,3 for each category with the
click of the mouse.

. & Pre-populate
¥ You can select Pre-populate scores from a previously approved assessment

v Notice in the screen shot below that scores requiring action generate background color-coding that
matches the severity of the score. (2 = yellow; 3 =red).

EE| CANS (NEW) - Last1234, First1234

Life Domain Functioning

2. Family 1 OO0 ®1 0203 Add Note
3. Living Situation * 2 0001 ®203 Add Note
4. Social Functioning © 3 00 0102®3 Add Note
5 Recreational * ; O0®1 0203 Add Note

19. Continue through the assessment completing all required sections and modules by pressing
the blue routing buttons.

20. If at any time, you would like to add a note to one of the items, click the Add Note button.

CANS (NEW) - Last1234, First1234

Assessment Information &

Reason for assessment: ﬂ Add Note

If reason for assessment is "Major Life Event”, please specify: Add Note

< General Information Caregiver Section(s) ¥
e

21. A text box will open. Enter your note.

Note for Reason for assessment:

e ([

22. Click Apply.

23. Once you have completed all required domain items and modules, click the Save button
located at the bottom right of the screen.

% Cancel X Save

Assessment Toolbar
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After the assessment has been saved for the first time (and thereafter) you will see a toolbar along
the bottom of the screen. The options (buttons) shown below vary depending on your Objective
Arts role.

+ | - Filter a Print Reports # Submit ||« Submit & Approve @ Edit @ Delete

¥' +/- Icons: the plus/minus icons on the far left of the bar allow you to expand or collapse the domains and
modules in the assessment. Selecting the plus will show each individual domain/module items. Selecting the
minus will only show the domain and module headings.

¥ Filter: allows you to filter by assessment scores. For example, you can filter to show assessment scores of "2s
& 3s” or for "3s only".

Y All
Y 2s&3s

Filter - Print «

¥' Print: The print options (shown below) allow you to print the assessment in various forms. You can print a
complete version that is color-coded or black and white that looks like the version shown after an assessment
has been saved in OA. The Summary print version is a shortened assessment report that shows only the
domain and module names color coded to the match the highest reported assessment score (1 - yellow, 2 -
orange, 3 - red). The reports with algorithm scores print options display the count of 2’s & 3’s of Core Needs
Actionable Items. The Print CANS-SB/Print ANSA-SB are the most used options and, for most agencies are
the print versions kept in client charts. Please note: each document will open in a new window of your
browser.

& Complete

1 Complete BIW

] Complete w/Algorithm

& Complete BAW wiAlgorithm
‘ = Summary

21 Summary w/Algorithm

21 Print CANS-SB

| Print~ | Reports

v Reports: The Compare Previous in OU report is a report that compares the current assessment with any
previous assessment scores in the RU for the client. The Actionable Items report shows only those items with
scores of 2 or 3. The Algorithm Scores show a summary of the Actionable Items scores. Please note: each
report will open in a new window of your browser.

Wl1 Compare Previous in OU
iln Actionable Items

aln Algorithm Scores

Reporis » |

v" Recall: The Recall button allows you to recall an assessment prior to its approval.

~ Recall ‘

Table of Contents Page 24 of 40




¥ Submit: The Submit option allows you to submit the assessment for review and approval of a supervisor. If
successful, you will see a confirmation that says that the assessment was successfully submitted. If not, you
will receive validation errors.

~» Submit & Assessment successfully submitted.

v Submit and Approve: !!Assessors are not allowed to approve their own assessments!!
v" Edit: the Edit option allows you to change information in the assessment.
v Delete: the Delete option allows for the deletion of an assessment. Delete ability depends on your Objective

Arts role. For example, only a Domain Clinical Administrator can delete a CANS/ANSA assessment that has
already been approved in the system.
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1. To open the side panel click the arrow to the left side of the screen.

Side Panel

[T CANS (NEW) - Client, New

Chent 1D
Ciient Name:

Assesement D

Assessor
Entered by:

gt Unit:

Tags:

]

Cllent, Me

» <A

The purpose of this side panel is two-fold:
It allows you to advance to the assessment domain or module of your choice.
It provides a summary level, color-coded view (by actionable scores) of the domains and

modules.

This example is of
the panel when no
scores in any of the
assessment’s
sections have been
entered.

Information

Assessment Information (0V2)

Executive Functioning (0/3)

Cognitive Flexibility Skills (0/2)

Life Domain Functioning (0/10)

Language (0/3)

Daily Functioning (0/S)

Mental Health/Behavioral Emotional
Needs (0/13)

Risk Behaviours (0/13)

Educational Needs (O/B)

Youth Individual Strengths (0/11)

Information

Assassment Information (1/2)

Executive Functioning (3/3)

Emotional Regulation Skilts (4/4)

Cognitive Flexibility Skills (2/2)

Life Domain Functioning (10/10)

Language (3/3)

Sensory/Motor Skills (4/4)

Dally Functioning (5/5)

Acculturation (4/4)

Mental Health/Behavioral Emotional
Needs (13/13)

This example is
of the panel once
assessment
scores have
been entered.

2. Once you are satisfied that your assessment is complete, click Submit to send the assessment
to your supervisor for approval.

+ -

Filér «

RO o

Brind «

C:--.-ﬁ Subm |G Ear

(3 Dt
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Validation Errors

1. Assessments submitted with missing or required information will receive a validation error

dialogue box.

e This is designed to ensure that all parts of the assessment are complete before submission.
e The box, entitled Validation Errors, will list all of the items in the CANS-SB/ANSA-SB
(giving the item name, question number or full question) that must be completed.

X validation Errors

Reason for assessment:: Question .
Reason for assessment: has not been
answered but is required.

Recreational: Question 5.
Recreational has not been answered
but is required.

Developmental: Question &.
Developmental has not been
answered but is required.

Job Functioning: Question 7. Job
Functioning has not been answered
but is required.

Iy

2. To complete required items, click an item showing in the Validation Error box to move the
screen to that section of the assessment, and then click the paper and pencil icon located at
the top, right corner of that section.

* Lite Domain Functioning
2 Famiy
3. Living Suation

4 Social Functicning

3. The section will open allowing for item completion.
e Notice that the Validation Error box has minimized to the right side of the screen. After
entering missing scores, click the arrow located around the middle of the Validation Error bar
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(see the red arrow that is pointing to the left, below) to open the Validation Error box to select
the next section/item that must be completed.

Child/Youth Risk Behaviors % valg
45 Suicide Risk * Q0010203 Add Note
46. Self-Mutilation * Q0010203 Add Note
47 Other Self Harm ® Q0010203 Add Note
48 Danger to Others * Q0010203 Add Note
49 Sexual Aggression * 00010203 Add Note
50. Runaway * 00010203 Add Note
51. Delinquency ° Q0010208 Add Note
52 Judgment ® Q0010203 Add Note
. <
3. Fire Sefting Q0010203 Add Note -"\
4. Social Behavior - Sanction Seeking * Q0010203 Add Note

o Enter all missing scores and then click Save.

4. Click Submit to submit the assessment to your supervisor for approval.

»» Submit & Edit

Accessing an Assessment

1. From the Clients List on the Menu Bar, select the client.
e Remember you can sort and/or filter the client results to help you find a specific client.

2. Once you find the client you are looking for, click on the row where the client's information
appears.

o After selecting a client you will navigate to that client’s Assessments screen. If the client has
assessments entered into OA for him/her, there will be a list of those assessments. When a
client is open to your program RU, you are allowed to see all of the client’s assessments, even
those created in programs and agencies that you are not assigned to. This screen will show
all of these assessments. If there are no assessments in the system for the client, the screen
will be blank and state “No data found!” (see below).

Assessments Incidents
Assessments List for Barrows, Aliya Start typing 2 lzst name [REALALCE <
D It Instrument 1 Client Name 1 Date }} Status It

No data found!
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o The list of assessments, if any, can be sorted and/or filtered.

3. Once the correct assessment is located, click the row where the assessment information
appears.

e The assessment will open in the following format:

[ CANS - Lasti 4818, Firndats =

ChirtID
Chart Merma:

Date of Birth:
Cliwrt Dacsdar,
Assessmen 10
Avuwsane

Emarns by

AssasEant Dae
Antrrimant s

Rt Ui
Tao:

* Assesyent Information =3

GiEm | @Doee

e Depending upon the assessment status (assigned, submitted or approved) and your permission
levels, from this screen, you may be able to review, edit, submit, print, submit or delete the
assessment. You can also access the other functions on the toolbar along the bottom of your
screen.

e Ifan assessment has been approved, the header bar of the assessment will be green.
Assessments in the assigned or submitted status will have a blue header.

| CANS - Last1234, First1234 I

Client ID: 1234 Date of Birth: April 17, 1999
Client Name: Last1234, First1234 Client Gender: FEMALE

Assessment ID: 95178 Afigssmgn; Date: Iarch 16 2015

Assessor: Smith, Susie Assessment Status: Approvecl by Smith, Susie on 04/07/2015 I
Org Unit: CCICMS (36811)

Tags: none
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Creating Individual Assessment Reports

There are eight reports that can be generated for a client from the client’s Assessment List screen that is
based on the client’s assessment data.

Wl Compare Selected

W1 Compare Selected =
Wl1 Congruency Report

Wi Individual Collaborative
o1 Multi Narrative Report
W1 Single Narrative Report

o1 Box Score
Reports «
1. Navigate to a client’s Assessments List Please note: In order to access these reports, you must
navigate to the assessment list via clicking on a specific client from the Clients List.

2. Select the report button on the bottom left of your screen to reveal the menu of report
options.

3. Click the name of the desired report.
e The report will open in a new window in your browser.

Assessments Incidents Forms
n - g ~
Assessments List for Lastd29, First429 (1d429) Star Iypiogra st ¥ show Fiter (883
ot Instrument 4T Client Name 1T Date Ji Status JT
O 1024768 CANS Lastd29, Firstd20 MNovember 15, 2018 Approved by Muller, Brandt on 12/04/2018
Assessor: Caner. Aryanna Reporting Unit: [NF 1
[ Darvig CANS Last429, Firsta2y August 15, 2018 Approved by Hansen, Elosa on 08/2172018
Assessor Carlor, Aryansa Reporting | 02 (360K
] 292103 CANS Last429, Firstd429 April 25, 2018 Approved by Hansen, Eloisa on 04/26/2018
Assessor. Caner. Aryanna Reporting Unit INFO (J50KT)
[0 381038 CANS Lastd29 Firstd29 June 30, 2017 Assigned
Assissor Hock, Julian Reporting Unit M Counseling Senitos (3511
[ 381044 CANS Last429 FirstdZ9 June 30, 2017 Approved by Rosenbaum, Anika on 07/11/2017
Assessor Hauck, Julian Reponing Unit: unsaling Servic 311)

Last429, Firsid29 Jumne 27, 2017 Approved by Rosenbaum, Anika on 07/11/2017

i Repeeting Linit Missr Courssding Sonaces (3

Gompare Selecled
ol Compare Selertex L 251429 Firs December 2, 2016 Approved by Rosenbaum, Anika on 01022017

o Compare Selected ==

Cor ney Repaort =
o Congruency Repo Last429, Firstd29 May 3, 2016 Approved by Rosenbaum, Anika on 11092018

Rofeda Reporting Unit: Mesa Counsaling Services (16811

ot Indrvadusl Collaboratve

ol Mutti Narrative Report

Last428, First42 Agpril 1, 2016 Approved by Lockman, Elezer on DSD42016
ohi Single Marrative Report o of 13 Reporting Unit VCSSSE - SEEW (5CHEW)
hiBox Score Lastd29, First429 Evbruary 9, 2016 Approved by Lockman, Ebezer on 0211772018

Repons -

4. For the Compare Selected report, select the assessments you would like to compare by
clicking the checkbox to the left of each row. Up to five (5) assessments can be selected
for comparison. You can also generate the report in Spanish by selecting the Compare
Selected report with the Spanish flag icon next to it.
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Algorithms Classifications
CANS Core Needs Actionable ltems (10.0) (3.0) (11.0)
Last429, First429
Client 1D: 429
Date of Birth: 09/28/2001
Approved Approved Approved
Carter,Aryanna Carter,Aryanna Carter,Aryanna
# Question 04-25-2018 08-15-2018 11-15-2018
36DK1 36DK1 36DKA1
CANS CANS CANS
Assessment Information
The Compare Selected report Reason for Assessment: Inital Update Update
. . . . If reasen for assessment is Major
is a side by side comparison of Life Event, Describe:
Caregiver Section(s;
selected assessments to show Pl
. PO P’y at this time
changes to a client’s items Life Domain Functioning
3 2 Family Functicning 2 _ 2
scores over time. 3 Liing Situation 5 I — 3
4 Social Functioning 1 1 2
5  Recreational 2 ] 2
6 Developmental/intellectual 0 ] 0
7 Job Funcfioning NA NA 1
8 Legal 2 2 2
g Decision Making 2 2 2
10 Medical/Physical 0 1 0
1" Sexual Development 0 i) 0
12 Sleep 0 0 1
13 School Behavior 2 2 ]
14 School Achievement 1 1 1
15 School Attendance 1 0 1

5. For the Individual Collaborative report, select two assessments by clicking the checkbox
to the left of each assessment row.

Assessment 1: Initial on 2012-10-12
Data Source: Transactional

Instrument: San Bemardino CANS

Assessment 2: |pdate on 2013-07-31

Domains: Life Domain Functioning

Life Domain Functioning
Physical |

i:.

School Behavior ]
Schoaol Achievement

Sexuality

The Individual Collaborative
report graphically represents a
comparison of time one and
time two (e.g. Initial versus | B Time 1
Update) assessment scores. Living Situation | B Time 2

Secial Functiening
Recreational
Developmental
Legal

Medical

Sleep

Schoaol Attendance

Family

Score
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6. For the Congruency report, select only two assessments by clicking the checkbox to the
left of each row to generate this report.

CANS Congruency Report -- 29 Days Difference
Child/Youth's Name: Last51459, DOB: Jun 15, 1963 Age: 35 Identifier: [d51459
First51459
Assessment ID: 1010728 1010735
. Reporting Unit: 3691F7 3691F7
The Congruency Report displays CANS Compared: Aug 22, 2018 Sep 20, 2018
the similarities between two CANS Planned Discharge Initial
Assessments done within a time Contact Information
. Assessor: McClure, Katrina McClure, Katrina
frame. The report glVGS a Email- mustafa@nicolas ca ccB85a exar mustafa@nicolas ca cc85a example cc
percentage Of agreement on all the NOTE: All communications via email must be encrypliesdi:‘r::‘g::-swurd protected if Protected Health Information (PHI)
items, as well as those items with Congruency Scores
3 Count of Actionable Core Needs 0 0
acltlonable Fleeds. The purpose Of Percentage of Agreement on All Items 94% (67/71)
this report 1S tO create Percentage of Agreement on ltems Needing Action 99% (T0/71)
communication between different Erorftylitsmsitolrecancile
. . . No Friority ltems to Reconcile.
reportlng units that are treatmg the Priority Caregiver Items to Reconcile
same Client. No Priority Caregiver ltems fo Reconcile
Additional Items Rated Both Actionable and Non-Actionable
Residential Stability 0 2
Additional ltems with Different Scores between Agencies
Reason for Assessment. Planned Discharge Initial
Antisocial Behavior/Conduct 1 0
Danger To Self 0 1

7. For the Narrative report, you do not have to select any assessments from the client’s
Assessment List. When this report is selected, a pop-up box will appear showing
submitted and approved assessments organized by episode. From this pop-up box, you
can select up to three assessments to compare.

Chooss RU Episods/Program

~
EpisodelProg Bl A Date C
Start Date Status
PC - TBS-chosed 20121220
o vt -
o st z-
INFC 2018-02-23
)
5 AN Acproves
= e
CCICMS 2012-04-10
G
neacien
FSA - SATS-SB - chosed 2013-01-08
] PC - TBS-closed
E 3 Agprove:
Mesa Counseding Services  2018-05-03 -
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The Narrative Report was created to
provide an efficient way to share
CANS information with others. It is
especially suited for review at Child
and Family Team Meetings. These are
some specific reasons to use the
Narrative Report:
= Share within Child & Family
Team Meeting to ensure good
communication
= Share with Child & Family as
the output of clinical
assessment
= Share with Child & Family to
show progress made on
specific concerns
= Provide a copy to CFS Social
Worker to ensure clear
communication
Specific items may be hid at the
clinician’s discretion (e.g., substance
abuse, sexuality).
Reports that contain PHI are often
shared in Child & Family Team
Meetings, and technically, anyone
with whom you can share a copy may
keep a copy. However, pragmatically,
please use good clinical judgment
regarding who keeps a copy of the
Narrative Report.

Note: Within the report you can choose to include or exclude items from the Strengths Domain and any

CANS Based Narrative Summary for: Last429, First428

Client ID: Id429
Client Name: Last420, Firs428
Org Unit: INFO (38DK1)

Date of Birth:
Client Gender:

September 28, 2001
FEMALE

Child and Adolescent Needs and Strengths (CANS) -
San Bemarding County
Narrative Report

Life Domain Functioning  Behavioral/Emotional Needs Risk Behaviors

Help is Needed: Address in Services - Family iing
« Living Situation + Oppositional
- Social Functioning - Anger Control
- Recreational - Emational andfor Physical Dysregulation
-Legal - Substance Use
« Decision Making

Key

B Hich Ne=d 2 Help is Needed IEEREN  Frevious Need, Now Improved

‘Strengths Included | Notes Not Included | Print (Click Items to Hide)

No ftemz met criteria for incluzion fo this section.

Needs) that should be addressed: oi0ess  otonrs
e Ut

Family Functioning: The youth has moderate problems or conflicts with other family members. This may be 2 [ ]
marifested in freaquent arguments, the lack of positive relationships, or other types of conflict
Living Situation: The youth has moderat to severs problems with functioning in the current iving siuation. While 2 | ]
there s not an immediats risk for being removed from the living situstion, these difficulties need to be addressed as
the youth causes significant problems for others.
Social Functioning: The youth has moderate problems developing and maintaining age appropriate social T
relationships. This will cormespond to a varisty of dificulties, depanding upon the youth's age. Regardless of how this
is manifested, it is perceived 25 2 concem that needs to be sddressed.
Recreational: There is concern regarding the youth's use of bsisure time (2.g., recreational activities). This may be 2 [ ]
due to = Emited inerest andlor access to recreational activities, both of which may be cvercome with sdult
intervention. Steps should be taken o incresse the youth's panicipation in lisure actiities.
Legal: The youth is involved with the juvenile justics system due to definquent andior criminal behavior. Whils there 2 2
are no current or pending legal difficulties tht may result in detsinment or court ardered placement, continued help
in managing these difficuties is nesded.
Decision Making: The youth's decision-making processes and awareness of consequences are parcaived to be 2 2
problematic and are harmiul to further development, but do not place the youth at risk of significant physical harm.
Action or intervention s stil required.
Impulsivity/Hyperactivity: The youth's impulsive, distractible, or hyperactive behaviors are negatively sffecting their I

interactions with others and their ability to leam. These behaviors should be addressed in treatment, but the precise

=

0iEE

notes attached to the items. You can also select items that you do not want to appear on the printed report

by clicking on the item once. When the item is clicked once, it will appear as “greyed out”. Greyed out

items will not be included in the printed version of the report. If you grey out the wrong item(s), just click

the item(s) a second time to return to the black font color, and the item(s) will be included in the printed

report.
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8. For the Treatment Progress Report, you must first click on the Forms tab located below
the assessment timeline. From this tab you can view previously generated Treatment
Progress Reports for this client. To generate a new Treatment Progress report, click on
the New Form button and select “Treatment Progress Report.”

- il __\_\-\"'\.
AL TSNS Incidonts FoOrms |
. -

— —

Forms List for Last76692, First76692
o 1T Form Typa LT Client Mama LT

I —

=H_@Ireatment Progress Report )

TPR - Last129, First129

Client Name: Last420, First429 Client Gender: FEMALE

Foarm ID: 414

Rpt Unit: INFO (38DK1)

Form Details

. Agency: Department of Behavioral Health (DBH)
The Treatment Progress Report is e e cont oyt
. . Primary Clinical Contact Infa: stefanie@hillbiz. 2t5f example.com

useful when an agency is requesting e e .

Dates of Lzst 3 Child Family Team Mesfings:

information on how client treatment is S oy Ta Achon o o Lot

Mesting:
Current Medications:

progressing. The report includes items | wossrirepsnt perisegsenies Oopatrre s Sttt et Snioss G011
prepopulated from OA and SIMON,

and allows for input by the clinician
via open text and dropdown bars. In T e
creating these reports, it is important et 7 s 7 o ) 0P o
that the clinician remember the
audience when selecting CANS items e —
to be conveyed. Items in the report e o eyt

Educational Setting: The interactions between youth, parent, and school are genesally posiive and there are efiorts 1 2 1
Y3 I ’9 to identify and address the youth's educational nesds. For many youth, tris wil be sccomglished through  regular
can be “hidden”, so they are not seen ierso seking. i R maed re. I pse, e Y i s S, bt ik g by or sl
@ sehon 5 i o cons e e o] v
1mn the prll’lted report Vecational: The youth has some vocationl skills and/or work experience that may be useful and should be NA NA 1
supportzd. Howeves, dus to sither = lack of experiznce o . itis not befisved that i
ettt sreghene 1 e oty gt 15

Strengths which may be helpful in meeting Needs listed above: e s e

ssing other issues.

Talentsiinterests: Developing and maintaining 2 talent o inerest (2. ., playing music, danea, spors, et ) is & 2 1 1
crfical eiement of development for 3 youth. At this time. the youth has = tabent. interest, or hobby with the potential to

be 2 consistent source of pleasure and an aspect of seff-esteem; however, it can be further strengthened to aid in

coping with probiems.

Cultural Identity: The youth hs s defined cultural identity and is connected 1o others who suggert the youlhi's o ] 0
cultural identity

Natural Supports: The youth has significant natural supports who controute to helping support the youth's healthy - ] 0
development These naturs! supports continue to be cansistent and helpul to the youth when they cope with

problems

Relationship Permanence: Reltionship permanence represents the stability of relafionships in the youth's present 2 ] 0

and future. Youth with a high degree of relationship permanance will be supported in a variety of ways after they
become adults. The youth has very stable relationships that are fikely 10 provide the substantial support (e g

Prints || O Retresh Gedr | @Deles
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From the Home Screen,
select Workload.

Select (click) the client to
add/edit an ICC

Coordinator

Select the ‘Contacts’ tab.

Click the ‘New External
Contact’ section located on
the bottom right of the
screen to add a new ICC
Coordinator. Select ‘ICC
Coordinator’.

When providing
information about the ICC
Coordinator, you will be
required to enter
information for all fields
except the “End Date”. To
choose an Organization,
please select an option
from the drop down menu
that says ‘Agency Name’.
Once all the fields are
entered, select the ‘Add’
button located on the
bottom right of that
window.

Table of Contents

Designating an ICC Coordinator

Workload
My Workload
Clients List
Identifier 1T MNama 1}
14100000 Last 100000, First 100000
ASSEEEmen|s nclents Forms Contacls

Assessments List for Last100000, First100000 (Id100000)

ol Instrumaent [T Client Name 11 Daw I

10396567 CANS Last100000, First100000

March 4, 2019
12 Baponting Uair kg 1

Clients = Assessments - Item Lists - Repors

Home (Training)

staws 1T

Asgignad

B Y show Fier [liEsd

Date of birth 1T

February 20, 2006

¥ show Finer e

& Last2162, First2182

o1 13 o {1 o 18 1] L M L3 21 o 15 1] ] o 15 01
APRMAY JuN Ju ALG SEP ocT WOV DEC JAN FEB
2018 )
Assessments ncidents Forms Contacts
[E1CC Coordinator
=>
Add New ICC Coordinator
First Name: irst B Last Name:
Start Date: 04/19/2019 End Date:
Phone Number: Email:

Organization:

All fields required except End Date < Add
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6. The new ICC Coordinator Assessments  Incidents  Forms | Contacls
has now been added. To

. . ICC Coordinator
edit the ICC Coordinator,
click the square button next First123456 Last654321 => Gix
¢ > Effective Date Start: April 19, 2019 Effective Date End: Contact is Active
to the X * TO I‘emOVC an Email: testemail@gmail.com Phone Mumber: (123) 455-6777
ICC Coordlnator’ Clle the Agency/Organization: Test Report Unit

‘X’ in that section.

Assessment Approval (A task for Supervisors and Clinical Administrators Only)

1. From the Data Portal Toolbar, click the Assessments option from the top Menu Bar and
select Approve from the drop-down menu.

Home (Training)  Clients »  Assessments « Item Lists - Reports @Help A Last1780, First1760
List
Clients List Approve VRN Y Show Filter (87
My in progress
Identifier 1 ty returned Date of birth I

2. A list of submitted Assessments will display.

o This list is sortable by ID number, Instrument, Client Name, Date, or Status of assessment.
Home (Training)  Clients ~  Assessments « ltem Lists ~ Reports @Help L Lasti760, First1760 Logout]

Assessments in need of approval (4]

D It Instrument T Client Name [T Date 1 Status 1T

1 364888 CANS Last4780, Firstd780 April 30, 2012 Submitted
Assessor Last307, First207 Reporting Unit

| 400687 CANS Lastd507, Firstd507 August 14, 2012 Submitted
Assessor Lasizas, Firsi209 Reporting Unit

O 363475 CANS Last&782, First6782 August 24, 2012 Submitted
Assessor Lasi?57, First?257 Reporting Unit

[l 363730 CANS Lastd871, FirstdB71 September 14, 2012 Submitted
Assessor, Last307, First307 Reporting Unit

There are three ways you can choose to approve assessments from this screen. One way is to open
the assessment by clicking on the assessment row, then approve. The second way is to approve using
the Sequential Approve button. The third way is to approve using the Batch Approve button. The
Sequential and Batch Approve methods are covered below.

e As you approve, you can refresh the list periodically by clicking  icon located to the right
of the Show Filter button, to see if any other assessments have arrived for approval.

3. The assessments to be approved can be filtered by using the Show Filter button.
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Assessments in need of approval Start typing a last name Y Hide Filter

—~

=
Instrument(s) G Status B
M. FICAT D Glient First Name e n Client Last Name
Organizational Q Organizational Unit(s) Reporting Unitis) Q Reporting Unit(s)
Unit{s) 2

Client Identifier Client Identifier

Assessor Last Assessor Last Name Assessor First Assessor First Name
Name MName

A g ment internal ID e g bt MM/D DAY Y Y Y

e (D

e The Sequential and Batch Approve options are similar approval processes, but offer slightly
different assessment form views. Both can be accessed via the toolbar at the bottom, right of
the screen.

M Sequential Approve Batch Approve

Sequential Approve

1. Click the Sequential Approve button at the lower right of the screen to access
Assessments in need of approval.

M Sequential Approve Batch Approve

e The first assessment in the list of assessments will open in the format below:

» Assessment Information

» Caregiver Section(s)

¥ Life Domain Functioning

¥ ChildYouth Strengths

> Acculturation

» ChildiYouth BshavisrallEmational Nesds
> Childivouth Risk Behaviors

> Ages 0 through GMEarly Development Module
» Transitional-Age-Youth-Module

> Family Difficulties Module

» Developmental Neads (DD) Module

¥ Sexuality Module (Sex-Related Problems)

R e &6 a8 & 6

¥ School Module

4+ =  Fitera  Prints | Repofs s o Approve X reject ORI

e From here you can approve or reject each listed assessment on a rolling basis. For
example, once approve/reject the first assessment, the second assessment in the list opens
for you to approve/reject, then the third, and so on. In this view, you can also Edit before
approving, if necessary.
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Batch Approve

1. Click the Batch Approve button at the lower right of the screen to access Assessments in
need of approval.

M Sequential Approve Batch Approve

o In this view, to the left of the screen is a panel of the assessments that need approval.

e To the right of the screen will display the first CANS-SB/ANSA-SB score sheet that
needs approval. Notice that this assessment format is much like the CANS-SB/ANSA-SB
hardcopy score sheet.

Assessments o "
CHECK ONE: O Initial CANS ) Update CANS @ Transition/Discharge CANS
Date Assessed: 04/30/2012 ChildYouth's Mame: Lastd780, First4780
D Client Name Date Assessment Status Submitted OUndergyio' @over15vi0?
Date of Birth: 06/26/1987 Age: 21 Medical Record No: 1d4780 Program: N/A
364888 LastdTa0, 2012-04- Assessor's Name Last307, First307 Signature:
Firstd780 30 LIFE DOMAIN FUNCTIONING CAREGIVER STRENGTHS & NEEDS
0= no evidence of problems. 1 = history, mid Caregiver Assessment(s) Present
400687 Lastd507, 2012-08- 2 = moderate 3= severe

Firstds07

363475 Last6782,
First6782

363730 LastdB71,
Firstd&71

357619 Last9295,
First9295

392381 Last4998,
Firstd998

363490 Last23505,

First23505

383586 Last31849,

First31849

B Print

BEHAVIORAL/EMOTIONAL NEEDS

14 . PV NA 0 123 0 = no evidence of problem 1 = hix of sub-threshoid
Family Funclioning spele 2 = signif, meets dx 3 = severeidangerous
Living Situation @000 123
2012-08- ) o 0800
24 Social Functicning [Peychosis (Thought Disorder) w000
Recreabonal ®000 Impulsivity Hyperactivity O® 00
Developmentalintelioctual * ®000 Depression O® 00
2012-09- Job Funetioning ™ ®0000 [Anxiety O® 00
14 Legal ® 000 Mania Q000
Decision Making @O O0| [|oppositional O®0O0
2012-10- Medical Physical @000 |conduct ®000
Sexual Development * ®000 Adjustment To Trauma ®O0O0
18 Sloep @000 Altachment Difficullies QCOQ
Schoal Behavior © CO®O0 [Anger Control CO®00
2013-01- School Achievement COOC®O0 ':’t'r":g D'Tl”’:‘f"‘::: ol D i : 8 8 8
25 i M motional andior Physical Dysregulation
School Altendance O®000 |l Regressions @000
STRENGTHS DOMAIN [Somalization ®000
2013-02- 0 = centerpiece 1= useful Substance Usa ® @000
05 2 = ideniified 3= not yet idenified
PV_NA 0 1 0 i f probi — BEHV[R tch/Pr t
1 evidence af problem % - Walch/Preven
2013-03- Family Strengihs 8 : 2 = recent - AT 3 = acute - ACT IMMED
14 i
Opimam | _ ~20®0]  [gicide Risk ® 000

« Approve X Reject PECRSG

You will be able to approve/reject the assessment and move to the next assessment
automatically, like in Sequential Approval.

Assessments z
L] Client Hame Date
3540288 LasidTeO. 2012-04.
Fist780 n
A006E7  LastsOy 01208
Firstd507 "
363475 Lasi6TEZ 2012-08-
Firsti762 24
36ITH LaswaT1 201209
Fist4e71 “
I5TO18 Lastozes 201240-
Firsi265 18
362381 Lastdang 201301-
Firstdsed 5
33490 Last23s0s 2013-02-
Fus23505 05

363588 Lasi31849, 201303
Firsty 1845 "
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e In Batch Approval mode, you are NOT able to edit the assessment before approving. If
the assessments must be edited, you will need to exit Batch Approval mode.

For both processes, you will click the buttons (shown below) to either approve or reject the
given assessment.

e After you approve the assessment, you will see a green confirmation box near the top
right that says “Assessment successfully approved”.

o Assessment successfully approved.

e Ifyou choose to reject the assessment, you will receive Reject Assessment Note box in
which you must note why the assessment is being rejected. The rejected assessment will
be sent back to the assessor’s ToDo box.

Reject Assessment Note D

2. Once you have entered your reason, click reject to confirm the rejection. If necessary,
click the “x” at the top right to cancel the Reject Note process. You cannot reject an
assessment without submitting a reject note.

e Once you click reject, you will see a green confirmation box near the top right that says
“Assessment successfully rejected”.

w” Assessment successiully rejected.
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Logging Out
1. To log out, click Logout at the top right of the screen.

From the Home screen: Click Logout.

Objective Arts ToDo o Change Password
CANS Data Portal Reports
CAMS Assessments nput Data Aggregate Repors
Admin
Manage Applicabon

From all other screens (e.g. Administer Staff screen), click Logout.

Homa  Chents -  Assessmesibs - Bem Las - @elp L User, Test

Close your browser after your OA session for security.

If you need further assistance, please contact your agency’s Objective Arts Subject Matter Expert.
Subject Matter Experts (SME) are technical experts in the Objective Arts program, for the agency.
Program specific OA SME’s will contact DBH directly with Objective Arts questions and issues beyond
their scope of knowledge.
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